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Didja Know? «%ﬁ

* Did you ever want to know what's the
status of your travel voucher?

* Well, help Is here.

* Follow these Instructions and you can
solve the "mystery”.
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_ Official Travel - Others ¥|| Traveler Setup W Reports W Administrative W

Authorizations / Orders

Local Youchers

Group Authorzations /Orders (4] S0KSAHE

Org Access: DA130KSA
Group ACcess: KS5A

Help for this screen

Documents Awaiting Your Approval -->

My Signed Documents

Document Hame

Permission: 0,1,2,3,4,5

Message Center

= UPDATE ™ The QCOMUS mileage calculation o
Defenze Table of Official Distances (OTOD) link in 0TS 1=
now correctly calculating the distance between
QCOMUS locations, Travelers who uzed a prvate wehicle
at OCOMUS TOYATAD locations after 3 &pdAl 2009 and have
filed vouchers may need to amend their voucher for
reimbursement of the full amount for mileage driven, If
wvou were not reimbursed correctly, vou should amend
wvour woucher by removing the orginal mileage expenze,
Uzing the DTOD link, recalculate wour mileage and enter

Log on to DTS. Click on
Official Travel then Vouchers

Click Here
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Locate the trip you are checking

on. Click “view”

Screen (D 1001,3

Local Youchers

Cloze Wwindow
Help for this screen

View Group Authorizations

Below iz a lizt of your wouchers, Pleaze select the appropriate function which carresponds to the Voucher with which ywou wizsh to wark

» Create Mew Voucher From Authorization/Order

Existing Youchers
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Print

= print

= print

= print

» print

» print
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Remove Amend

= amend

» amend

= amend

= amend

= amend

= amend
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Logged In As:

Traveler Name

Open Document VIEW-OMLY:

Defense Travel System

A New Era of Government Travel _

Click OF to open this trawvel document, If you uncheck WIEW-ORLY, wou
to gointo adjustment for the document.

Document Mame; DELITT LERCC

LAOCAnOn Ao Sorean 10 A005 4 Clocs Wilindous

Document Type:  Authorization

If you get this screen —
Do NOT uncheck the block

0,8 Cancel
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Screen D 1064, 2 Close Winda
Help for this screen

Accounting Additional Options RSNl

r Auths.

Click on “Digital Signature”

Pre-Audit Digital Signature

Print Document

Rewiew the details for this trip below, When wou have finizhed proceed to Other Autharizations,

Dol mandates split disbursement for transportation, lodging and rental car expenses, Click here for memorandum

Reference Information

Reference:

Document Comments

Comments to the Approving Official: Mare

Comments from the Travel Agent: Mone

The uze of a Government-Contracted Commercial Travel Office (CTO) to arrange official travel is mandatary, If the contracted CTO is not
uzed to make official travel arrangements, the traveler muszt provide a statement in detail as to exactly why the CTO iz not available ar
otherwize not being uzed,

Other Trip Information

Trip Twpe: B4-FROUTIME TD FTAD
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File Edit View Favorites Tools Help
Pending Routing Actions
baiting Status Change To By Lewel
Document History
If this box is blank, scroll down
Status Date Time
to the bottom of the page to see
CREATED 07727708 0241 .
iIf the voucher has moved to
SIGMED 07727708 1016 DFAS
REY|EWWED: 07725708 0749
REVIEWED oaes 24| |f there IS a name here, it is
REVIEWED 07 /3008 1158 awaltlng that person to Review
ALDIT PASS 07731708 1846 Or Approve
DTOD From: 66606 Topeka, KS DTOD To:
APPROWED 07731708 1847 GLORIA J SHERMAR 72201 Little Rock, AR DTOD From: 66605
Topeka, K5 DTOD To: 66405 Topeka, KS
Pa LIMK 07531/08 1847 Pay Mod Generated Document data-linked to Payment Module
QBLIG SUEMITTED 07531/08 1845 Pay Mod Generated By ¥mL Proc Wiew Awaiting Details
PiO5 ACK RECEIWED 0g/s04/08 1641 Pay Mod Generated
WOLICHER SUBMITTED 0g/s04/08 1642 Pay Mod Generated By ¥ML Proc
Do Mumber: T1635619 Disbursing Station
Mumber: 3801 Trace Check Mumber:
PAID 08 /04,08 959 Pay Mod Generated 102036555207556 Total Payment Amount:

51097582 Amount Paid to Traveler: 5362, 10
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File Edit “iew Favarites Tools Help
RFEVIEWED A r2a s 2324 LLE BABCOCK
REWIEWED 073008 1168 MARGLERITE JOHMS M
AUDIT PASS 0731508 15846 GLORIA J SHERMAR
DTOD From: 66605 Topeka, Ks DTOD To:
APPROVWED 0731505 1847 GLORIA ) SHERMAR 72201 Little Rock, AR DTOD From: 46606
Topeka, K5 DTOD To: 66606 Topeka, K
Pace LIME OF ra1r0a 1847 Pay Mod Generated Document data-linked to Payment Module
OELIG SUBMITTED 07r31,08 1845 Pay Mod Generated By WML Proc View Awaiting Details
Pos &CK RECEIWED E01505 1641 Pay Mod Generated
WOUCHER SUBMITTED E01505 1642 Pay Mod Generated Bw XML Proc
DO Mumber: T1636619 Disbursing Station
Mumber: 3801 Trace fCheck Mumber:
102036658207 866 Total Payment Amount:
PalD 020408 2322 Pay Mod G ted
A Mo laenerate $1097.82 Amount Paid to Traveler: $362.10
AMT Paid to GOWCC: §736,72 Payment
Effertive Diate donst B OO
ARCHIVE 4CCEPTED  DB/05/08 0712 ray wod Generatel NUMber and how it was disbursed.
ARCHIVE |MAGE SLIEMIT 50605 1601 Pay Mod Generate
ARCHIVE IMAGE ACCEPT  0B/S06508 1603 Pay Mod Generated

= Yiew Reazons for Audit Failures

Proceed to the following page:

Presiem b

Continue




Ta-Dal

And now you know.

Citibank will be so
happy!



